Historic,  Archive  Document 

Do  not  assume  content  reflects  current 
scientific  knowledge,  policies,  or  practices. 


m 


MANUAL 
0  1 

G3H-3RAL    ADMIIIISTRATIVE  INSTRUCTIONS 


WAR  FOOD  ADiaNISTRATION 
Jood  DistrilDution  Administration 
Teshington  25,  D.  C. 


(Tor  Washington,  Regional,  and  Field  Offices) 


1 


WAR  FOOD  An'INISTiLfiTIOl? 
Food  Distribution  Adrainistr?tion 
■:7?.shington  25,  D.  C. 

Decemtier  10,  1943 
GBI^RM  ADMIinSTEATIVS  IITSTRUCTIOHS 

I,     Contents  -  Director's  Hemorsndura  1-To.  1,  Revision  1,  provides  for  the  estat- 
lisniiient  of  a  ranusl  of  General  Administrative  Instructions.    This  Hanual 
will  contain  policy  and  procedural  instructions  prepared  by  administrative 
officials  and  "by  !7ashington  Management  and  Services  Divisions.    Sach  in- 
struction will  deal  with  a  single  subject  or  activity  and  will  "be  described 
by  0  snort  and  simple  title  indicative  of  the  scope  sn6.  contents  of  the  in- 
struction,   ZLach  '"ashington  I'ajiagement  and  Services  Division  is  responsible 
for  preparing  issuances  within  its  zone.     The  Organization  and  Procedure 
Division  is  responsible  for  reviewing  and  niimbering  the  instractions  axi6. 
for  over-all  consistency  and  a.ccuracy  of  the  Manual. 

II,    Purpose  of  Tanual  -  The  first  five  parts  of  the  Manual  a.re  designed 

Primarily  -co  instruct  employees  in  operating  branches  and  offices  who  pre 
responsible  for  carrying  on  day-to-day  operations  ^nth  the  Management  ajid 
Services  Divisions  both  in  "Tashington  and  in  the  regional  offices.  The 
I'ajxual  'Till  contain  statements  of  policy  and  r^rocedure  i^hich  these  employees 
should  be  familiar  ^vith  in  carrying  on  operations  with  the  Management  aJid 
Service  Divisions.  Part  VI  is  designed  to  give  finazicial  instructions  to 
employees  engaged  in  the  PDA  procurement  program, 

III.     Organization  of  the  Hanual  -  The  Manual  is  divided  into  6  parts,  and  each 
part  is  divided  into  subject  matter  groups.     Hach  issuance  ^.dll  bear  a. 
number  indicating  the  part  and  subject  matter  group  of  the  Manual  in  wiiich 
the  issurjioe  belongs  (See  attached  table  of  contents).     Issuances  are  being 
prepared  on  each  subject  matter  group  in  the  Manual  and  -^ill  be  released  as 
tney  are  completed. 

IV.     Distribution  -  Copies  of  all  General  Administrative  Instructions  -^ill  be 

distributed  to  Branches  and  Divisions  in  "'ashington  and  to  Regional  offices. 
Regional  offices  shall  distribute  instmctions  in  Parts  I,  II,  III,  IV, 
and  V  to  all  field  offices  wnich  deal  directly  vith  the  Regional  Adminis- 
trative Services,  Fiscal,  and  Personnel  Divisions. 

V.     Division  I.Ieiioranda  -  The  Washington  Management  and  Services  Divisions  vdll 
continue  to  issue  numbered  internal  memoranda  to  instruct  employees  '-dthin 
their  o^m  divisions  and  employees  in  corresponding  divisions  in  the  regional 
offices.     These  divisions  will  also  continue  to  iss^^e  unnumbered  m.emoranda 
containing  announcements  and  notices.     Regional  Service  Divisions  may 
continue  to  issue  numbered  memoranda  '7here  necessarj'-,  although  the  informa- 
tion in  the  general  administrative  instructions  y'ill  usually  be  adequate  to 
cover  relationships  bet^reen  field  offices  and  Regional  management  and  serv- 
ice divisions. 
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VI.    Existing  Service  Division  Memorgjadg,  -  Hemoranda  already  issued  "by  Ad- 
mini  strati  ve  Services,  Finance  pnd  Accounts,  Personnel,  and  other 
'^as'iiington  Service  Divisions  shsll  continue  to  remain  in  effect  until 
specifically"  superseded'^by'  su"bsequent  general  administrative  instructions, 
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